
7 . A L I I U N  R t Q U t S T E D  
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

Public School Employees Retirement System File$ (See Attached Sheets) 

What is the function of the office in which this record series is created? 

To administer the Public School Employees Retirement System (Ga. Laws 1969, Act No. 709). 
Membership consists generally of schoolbus drivers, food service employees, maintenance 
personnel, custodial personnel and other employees not eligible for membership in the 
Teachers' Retirement System. 
applications for membership; determining creditable service and "employee contributions ; 
payment of refunds; processing applications for retirement and disability benefits and 
payment of retirement and disability benefits; and removing non-eligible members. 

U .  

- 
Functions include writing rules and regulations; processing 

- -- __ 
1. This file contains the following documents (include form numbers end titles, if any, 

and file arrangement). 

SEE ATTACHED SHEET 



13. Is t h i s  t he  Record Copy o f t h e  se r i e s?  

1 4 .  Is there  a duplication of t h i s  s e r i e s  i n  another off ice  o r  agency? [ 1 1-1  
15. Is tGe information contained i n  t h i s  s e r i e s  ever summarized o r  published? [ I  [ I  

16.  Does the  se r i e s  contain c l a s s i f i e d  information requiring secur i ty  handling? [ I  [ I  

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? [ I  [ I  
18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ I  [ I  
19. Is the  s e r i e s  ( o r  major portion of it) regular ly  microfilmed? If yes ,  why? [ I  [ I  

20. Does the  record s e r i e s  provide data as input t o  an EDP f i l e?  [ I  [ I  
21. Does the  record s e r i e s  conta in  documentation produced as EDP pr in tout?  [ I  [ I  

Attach copy of summary o r  publication. 

22. Has the  Federal Government issued ins t ruc t ions  governing the  retention/dispo- [ ] [ ] 
s i t i o n  of these f i l e s ?  

23. W i l l  t here  be a need f o r  these records 10, 15 years from now? I f  yes ,  what? [ I  [ I  
-. I__ - -. - 

24. REQUIREMNTS. The following requires the f i l e s  t o  be k e p t  0 -_ y e a r s  : 

a. []STATE b .  [ ISTATWE OF c. []AUDIT d .  []FEDERAL e .  []ADMINISTRATIVE f .  []HISTORICAL 
LAW LIMITATION PERIOD L A W  D E C I S I O N  VALUE 

( C i t e  Law, S t a t u t e ,  or o ther  reason for  t he  r e t e n t i o n  w q u i r e n e n t )  

____.__.__I_ __I____-- ~ 

25. AGEW RECOMbENDATION$. This agency recommends tha t  the  f i l e  s e r i e s  be cut off  at the end 
of each - [ ] C A L E N D A R  YEAR -[]FISCAL YEAR -[]OTHER ,then: 

[ ] Hold i n  the  current f i l e s  area . ' month(s)/ y e a r ( s ) :  
[ .] Transfer t o  [ 3 Sta t e  Records Center [ 1 Local Holding Area; hold y e a d s ) :  
[ ] Destroy. 
[ ] Transfer t o  S ta t e  Archives fo r  permanent re tent ion.  
[ 1 Destroy immediately a f t e r  cut-off. 
[XI Other: (Specify) 

SEE ATTACHED SHEET 

( Ind ica te  b r i e f l y  ra t iona le  f o r  recornendations above/or w r i t e  add i t iona l  remarks) : 

are: 



2 33-17 
7 '  

- - .  - 
OFFICE OF THE SECRETARY OF STAT 

RECORDS MANAGEMENT DIVISION _._._.______._~" .,.. 

! , 8  . 
APPLICATION FOR RECORDS 
~~~, .~, - -  

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to  
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. --____ 

FOR RECORDS ~ MANAGEMENT ~- USE .. ~.. 

-. ~ 

DatoCompleted 

~~~~ ~~~~ ~ ~ ~~ ~ ~ . sr9m ~ 

Telephone Number 
656-2960 

. . . ~  ~~ ~ ~ .~ .. ~. 
~~ . . 

1. Agency Address 

Public School Employees 
Two Northside 75, Suite 400 
Atlanta, Ga. 30318 

Working Title 
~~ ~~ ~ . Division Director 

~ _- .. ~ -. ~ _ .  

FOR AGENCY USE - 
hpplication Date 

. . .~ 
lpplication Number 

=- 1 7 1 ~  

2. Person to Contact 

CAct ion  Requested- 

Glenn Dow ~- 
~ . .. . ~~ 

a. 0 Estaoiisn Retention Schedule: record will continue to  accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipated. 

- c. -- .l.Amend-Appl@ation No. 74:25 - -- Check One: 0 Change; _ u u p e r c e d e :  0 Void- - ___ 
0. Dates of Series 
Zarliest 

5. Records Series Title (followed by title used in office; if different) 

FY 1971' To Date 

j. Division and Office Function 

Public School Employees Membership Account Annual Listing Files 
~ ~ - ~ ~~~~ ~ 

~. 
What is the function of the Division and the Office in which this record series is created? 

., . .. 
L 

-. 

~~ ~ .... ~ ~- - ~ ~ . .  I__ 

1. Record Series Dewiption This file contains the following documents lipclude form numbenand - titles, if any): -~ 
~. .. 

- Attach samples of the file. .~ . 
Documents [elating to: determining . .. .~ . menders .~ retirement and refund- sllowances. ~ .. ~ ., 

- . .  ~ .~ ,~ ...~ 

. .  

Included are: Computer.Output Microfi.lm (office and security copy) and bound volumes of annua 
listings which 'lists members name and  social'^ security number, retirement 
contributions, prior service and withdrawal information. 

' 

(Note: Record series is being converted to computer putput microfilm (COM). From FY 1971 t 
FY 1978 the series is in bound volumes of computer printouts and on magnetic tape at WAS. 
These and succeeding years of records will be placed on COM). 

File is arranged: numerically by School System number; thereunder alphabetically by member numl: 

~~ ._ -- -- -. ~- -~ ~ - 
3. Monthly Reference Rate 

One to six months old 
twenty-five months and alder-_ - - ? 

Letter-size drawers --~-: Legalsize drawers --.is 

,,' How often are records referred to which are: 
12 

; Thirteen to twenty-four months old -; 
20 

; Seven to twelve months old 2P 
, 5 -. ': 

.~ ~ ~ . ~. __.I__-_ __.-A _ _ ~  ~- . . .. ~ 

3. Annual Rate of Accumulationof Remrdr 
Shelves ____: Other (specify) -5.t~ _1~2 b0Und~- 

volumes per 
- . ~ _ _  .~ . - -- ~ , ~. ~ -~ _-. 

R-5-71; Rmv. 76 (Over) 

K. 



i_-_ 
- . _ i _ ~ .  -- ~:__~_ __-...~----I--.----__.~~~~~.I ~ .~~ .-. _ _ _ _ ~  

I 1 
1-.51-~ a__ 

~~~ 

. 

' c c .  . ', 

- 10. Questionnaire ~ (PlaceaCX" in themr. .mlumn) ~.I.__~~_I___.. 

a. Is this the official copy of the series? 
Knot,w= - ..___I L_.._l___- 

b. boes the series contain confidential information requiring security handling? If yes, cite law or regulation. 
__ ______..I ___ ~ _.III 

.__l__l___- --I______-_F____ ~~ 

~ c. -~ Is this a vital record? 
-~ d. Does this series have historical or long-tt-m re=r@talue?. __ 

~~ ^- 

e. When one or two documents in the *ile make it necessary to keep the entire f i le for a long period, could these 
d a w m e n t s  be sch eduled WD aratelv? 

' 9.' I s  the information contained in th is  series ever analyzed andtor recorded in a summarized report? 

.__ - 
L~- !s_theinformaripnsmtaiaed in this.reri~~~uernvblishe~-.~ If yesLarmh caey,-_ .------~-- ~ 

_~_- l fmatfach CODY. -___I __~-_I_ I__ 

. .  
_I_____ 

h. Is there a duplication of th i s  series in your office, or in another office or agency? 
-~-lfver &rhere~_COPY goes to each school system. Will have office copy and security copy. 
. _ L ~ ~ ~ . l ~ Q ~ ~ ~ ~ ~ ~ U ~ ~ Q ~ ~ ~ ? - . -  Will ~ _II__._ be COM . _.I____.I_ 

Present accumulation is bound computer printout A-Does~the recocdxc ieuwl t joa  comeutererirrtntl~.~..~.~~,-~- I___ 

.~ ~ ~- ___I_ 

II_ - 

11. Retention Requirements The following requires the series to be kept: 

a. State Law - _____yean. 0 d. Audit period -__^_____years. 0 
b. Statute of limitation 0 -years. e. Administrative need 50 --years. 
c. Federal law ~ _ . -  - --years. f. Federal retention instructions - 0 years. 0 

.~ 
Attach copy 'or excerpt of IawSor regulations. Explain administrative need. 

This series is needed to provide accountability for each members retirement 
,;,contributions and credit. 

,. _ _ . ~  
12 Anorwed Disposition Insrruct iG This agency recommends that the f i le series be cut otf at th t  end ofeach: 

, . 0 Calendar Year; 0 Fiscal rear ;  Other ~ ~ _ _ ~ _ _ _ _  See below -then, 

0 Hold in the current files area ---month(sI 
0 Transfer to local holding area, hold - 
0 Transfer to State Records Center; hold ----.,year(s); then 
0 Qesrroy. 

Transfer to State Archives for permanent retention. 

- year(s); then 
.yearb); then 

Other (Specifyl 

..Office COM Copy - Cut off files end of each fiscal year; hold in current files area 
Security COM Coby - Transfer immediately after creation to Records Center; hold 50 

Bound Computer Printout File - Cut off ~. immediately; hold in current files area until 
(FY 1971,.to FY 1978) . . 

. ~~ 50 years; then destroy. . .  

years; then_ destroy. 
.~ 
verification of COM. file; then destroy. 

. . . .  _. .~ . (One-time disposition) .. 
.. . I 

.. 
., . .~ . .  . . ~ 

, . ,  

. . . , ,  . .  
. .  - .  

~ ~. 
- . ,. . .. ~ ~ - ~ . .  .. . ' 

These instructions apply to a l l  prior and future accumulations of the series. 

3ecommendations in para- 
iraph 12 are approved. 
I f  dispproved, attach letter 
if explanation.) . 

. . ,.. . 



OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION HISTOR, 

-_=--- I- ~~~ _,_ _ 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing t h i s  form. Forward signed original to 
Depanment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Schedulina 

--c .-_- ___. ~ 

FOR AGENCY USE 
tpplication Date 

-~ . .~~ - 
!. Person to Contact 

d o n .  

I. Agency Address 
Employees' Retirement System of Georgia 
Public School Employees 
Two Northside 75, Sui te  400 
Atlanta, ga. 30318 

-- 
FOR RECORDS _ _ _  MANAGEMENT __ !JSE 

Armlieation Number 

~ ~ __ 
Date Received Date Completed 

- - _  - ~~~ 

- _. _ 

Telephone Number 
656-2960 Division Director . -  

...~ --. . . ~  ~~~~ .~~ ~~~ ~ ~~ ~ 

Glenn D O ~  

a Aaion Requested 
~ ~~~~ ~ . ~. . ~ ~. 

~ ~ ~ . ~. ~ ~ _ _ _ ~  ~~~ -~ . _ ~ ~ ~ _ _ _ _ _ . , _ ~ _ ~ _ I  
___ ._ ____ .~~~ 

a- 
b. 

0 Estaoiisn Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

_-  74-96 b -3LAmend Application No. Check One: 0 Change; aSu_prcede; 0 Void 
I, Dates of Series I 5. Records Series Title (followed by tide used in office; if different) 
iarliest Latest 
FY 1971 

i. Division and Office Function 

To Date 1 Annual Report Summary F i l e s  
~ 1- ~~... -- - ---=~.~-.-_-.-.I-~'--.-.--I ~~~~~ 

What is the function of the Division aild the Office in which this record series is createii? 
'T 

~ ~- 
~~ ~~ . -~ - ...~ ____ 

'. Record Series Description This  file contains the following documents (include form numbers and titles, i f  any): ~. ~ - Amch samples of the file. . ~ ~ ~~~ 

Documents relating t?:.,, verifying m e ~  retirement contribution and the' number .. of years a, ,member .. 

Indudedare: Computer output Microfilm (of f ice  and secur i ty  copy) and bound volumes of annual 

-~ . .. 
' has contributed t o  the  retirement system. ~ . ~ 

\ -  

. .  . 

report s h a r i e s  which' lists members name and social secur i ty  number, repor t  year, 
school system number, and amount of retirement contribution. 

(Note: 
t o  FY 1978 the  series is  i n  bound volumes of computer pr intouts  and on magnetic tape a t  DOA 
These and succeding years of records w i l l  be placed on COM). 

Record series is being converted t o  computer output microfilm (COM). From FY 1971 

I 

File i s  arranged: numerically by soc ia l  secur i ty  number of member. 
.t 

--____-.~___I___.____ ~~. ~ ~. -. -. - ~. - ~ 

I. Monthly Referencats  How often are records.referred to w h i c G  
1 2  . ; Thineen to twenty-four months old __~__~_, 20 Seven to twelve months old 20 

-5; One to six months old - 
twenty-five months and o l d e r - ~ - ?  

~~ ~ ~~~ ~~. ~ ~ .. . , , 
I. Annual Rate of Accumulation-of Records 

Letter-size drawers ; Legal-size drawers ---; Shelves ; Other (specify) -!&?'+!Ed. v?!!2Ee..~ 



~ ~ ~. . . ~  ~ -~ .. - ~ .__. __;__ 
~ ~ ~ 

*..\ * , -I '%I 

GI NO IlO.._Questionaire ~ 

(Place an "X" in the P 

I 1 a. I s  this the official copy of the series? 
If nol-where is it? 

b, Does the series contain confidential information requiring security handling? If yes, site law or regulation. 
___  _ _ _ ~ ~ _ _  X - ~~ ~ ~~ 

--_. -. 

_ I _ ~ - - - _ _ - ~ ~  _ -  I ~ d. Does this series have h~istorical or long.tepLe-?arch value? I x 
e. When one or two documents in the f i le make it necessary to keep the entire file for a long period, could these 

cuments be sd-teduled sew r a l v ?  -_ -. 

- 
- 
-15~ ! f. Is t h e i n f p r m a t i ~ ~ n ~ ~ ~ i ~ ~ i o ~ ~ ~ ~ ~ ~ ~ ~ Z ~ f ~ v e s ~ ~ a c h r m P u . _ . _ _  

g. Is the information contain d in IS ries ever a a1 ze andtor recorded in a su ariz d re ti? 
_-Ifb3?s.jltt& CODY. Can t e  &k13 i n  M&etsflip Account A n n u a ~ % i s t i n ~ F i l e s .  X -. 
h. Is there a duplication of th i s  series in your office, or in another office or agency? 

W i l l  have o f f i ce  and secur i ty  copy. 
~. _If W$&erel._ ___I_"x W ~ - 6 e  ~ ~ - - . - -  g~-- l ~ i l s f h  isxLexh.a.& rtion of id regularlv m i a  ofihed?.L---- - -- 

5 - l i - D o e s . t h e  r e C o r ~ r ~ o r ~ ~ ~ ~ ~ i * ~ " ~ ? - P T e S e n t ~ C ~ u ~ l ~ t i o n - i s _ b o u n d  computer P r i n t  - - 
11. Retention Requirements The following requires the series to be kept: 

I 0 - -___. years. a. State Law --years. 0 1. Audit period 
b. Statute of limitation - 0 years. e. Administrative need 50 years. 

0 c. Federal law -..-. 0 years. f. Federal retention instructions -----.-years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

This s e r i e s  i s  needed f o r  ve r i f i ca t ion  of members exact years of c r e d i t  and contribution - 
I.----.- __ _----__s_____ - 
12. Amroved Disposition Instructions This agency recommends that the f i le series be cut off at  thh end of each: 

0 Calendar Year; 0 Fiscal Year; @ Other S e e  below then, 

0 Hold in the current files area ---.-month(s)-- , year(s); then 
0 Transfer to local holding area, hold 
0 Transfer to  State Records Center; hold -.--year(s); then 
111 Destroy. 

Transfer to State Archives for permanent retention. 
a Other (SpecifyJ 

year($.); then 

Office COM Copy - Cut off f i l e s  end of each f i s c a l  year; hold i n  current  f i les  area 
50 vearsi then destrov. - - 

Security COM Copy - Transfer immediately a f t e r  creat ion t o  Records Center; hold 50 
years; then destroy. -~ - 

Bound Computer Pr intout  _I_ F i l e  - - C u t  o f f  immediately; hold i n , c u r r e n t  f i l e $  area u n t i l  ~~ 

(FY 1971- t o  F Y  1978) ve r i f i ca t ion  of COM € i l e ;  then destroy. 
. ,  (One-time disposi t ion)  .~ 

. .  ~. . .. . .. .~ - .  

~ .~ ~ 
~ ~. 

Theseinstructions apply to a l l  prior and fhure accumulations of the series. 

--- 

qecommendations in para- 
lraph 12 are approved. 
Y f  disapproved, attach letter 
,f explanation.) 

I / Z . J ' ; ? d  ---- Attorney General/Designee -- -- 
R-50-71; Rw. 7 6  



7q- 84 

:" Descript ion Dispos i t ion  
c - 4  

ACTIVE MEMBER FILES - Documents Cut o f f  active f i l e  when member is 
r e l a t i n g  t o  a c t i v e  members of t h e  r e t i r e d ,  d i sab led ,  refunded o r  in -  
Publ ic  School Employees Retirement e l i g i b l e  and t r a n s f e r  t o  t h e  Ret i red 
System. Included are Membership Member F i l e ,  D i s a b i l i t y  F i l e ,  Death 
Applicat ions and r e l a t e d  corres-  Retiree F i l e ,  Refund F i l e  o r  Death 
pondence. F i l e s  are arranged Refund F i l e .  
numerically by t h e  last four  
d i g i t s  of t h e  member's s o c i a l  
s e c u r i t y  number. 

EMPLOYEE REFUND FILES - Documents Cut o f f  f i l e s  a t  end of each f i s c a l  
r e l a t i n g  t o  retiree refunds.  Inclu- year ;  hold i n  cu r ren t  f i l e s  area 1 
ded are Refund Applicat ions and year ;  then t r a n s f e r  t o  State Records 
Membership A p p l i d t i o n s .  F i l e s  are Center; hold 50 years ;  then destroy.  
arranged numkri/cally by t h e  last 
four  d i g i t s  6f t h e  retiree's s o c i a l  
s e c u r i t y  number. 

INELIGIBLE MEMBER FILES - Documents 
r e l a t i n g  t o  members i n e l i g i b l e  f o r  
membership t o  t h e  Publ ic  School 
Employees Retirement System. In- 
cluded are computer p r in tou t s .  F i l e s  
are arranged numerically by last 
four  d i g i t s  of s o c i a l  s e c u r i t y  number. 

RETIRED MEMBER FILES - Documents re- 
l a t i n g  t o  r e t i r e d  members of t h e  Publ ic  
School Employees Retirement System. 
Included are Retirement Applicat ions,  
Membership Appl ica t ions ,  Job 
Descr ipt ions,  Statements from 
Departments, Personal  Physician 's  
Report, Medical Board Chairman's 
Recommendations , Examining 
Physician 's  Report, Medical Board's 
Report, Approval Letters, Keypunch 
T r a n s m i t t a l s ,  and o the r  r e l a t e d  
correspondence. F i l e s  are arranged x 

numerically by t h e  l as t  four  d i g i t s  
of t h e  retiree's s o c i a l  s e c u r i t y  
number. 

Cut o f f  f i l e s  a t  end of each f i s c a l  
year ;  hold i n  cu r ren t  f i l e s  area 1 
year;  then  t r a n s f e r  to ,  S t a t e  Records 
Center;  hold 50 years ;  then destroy.  

Cut o f f  f i l e s  a t  end of each f i s c a l  
year ;  hold i n  cu r ren t  f i l e s  area 1 
year;  then t r a n s f e r  t o  State Records 
Center;  hold u n t i l  members are de- 
ceased; then r e t u r n  t o  Pub l i c  School 
Employees Retirement System. 

F i l e s  Maintenance: I f  no bene f i c i a r ]  
upon c losu re  of f i l e  t r a n s f e r  t o  
Deceased Retiree F i l e s .  I f  benefi-  
c i a ry ,  r e t u r n  t o  Ret i red  Member Fi les  



! 

L 
c 

Cut o f f  f i l e s  at end of each f i s c a l  
year ;  ho ld  i n  cu r ren t  f i l e s  area 1 
year ;  then t r a n s f e r  t o  State Records 

I .  

t i rement  System. Center;  hold 6 yea r s ;  then des t roy .  

S igna ture  Le t -  
correspondence. 

by t h e  
last fou r  d i g i t s  of the s o c i a l  
s e c u r i t y  number. 

DECEASED RETIREE REFUND GLES - 
Documents r e l a t i n g  to-deceased retiree 
refunds.  Included, are Refund Applica- yea r ;  t r a n s f e r  t o  S t a t e  Records 
t i o n s ,  Membership’Applications, Signa- 

Cut o f f  f i l e s  a t  end of each f i s c a l  
yea r ;  hold i n  cu r ren t  f i l e s  area 1 

Center;  hold 50 yea r s ;  then des t roy .  

7q - 9 3  

&& t u r e  Let ters , ,Death C e r t i f i c a t e s ,  and 
4b o the r  relatyi correspondence. F i l e s  

are a r r a n p d  numerically by t h e  last  
fou r  d i g i t s  of t h e  s o c i a l  s e c u r i t y  
number. 

p.,~/d-* 
/I 

PUBLIC SCHOOL SYSTEM CASE FILES - Cut o f f  f i l e s  a t  end of each f i s c a l  
Documents r e l a t i n g  t o  members of t h e  
Pub l i c  School Employees Retirement 
System. Included are new member Center;  ho ld  4 yea r s ;  then des t roy .  
l i s t i n g s ,  r e l a t e d  correspondence, 
releases pe r t a in ing  t o  Board Regula- 
t i o n s  o r  o f f i c e  procedures.  F i l e s  
are arranged numerical ly  by system 
number (i.e. Counties 1-159; Cities 
200-247; Technical  Schools 300-306). 

74-99 year ;  hold i n  cu r ren t  f i l e s  area 1 
year ;  then  t r a n s f e r  t o  S t a t e  Records 

ANNUAL LISTING OF MEMBERS OF PUBLIC Cut o f f  f i l e s  at  end of each calenda 
year ;  hold i n  cu r ren t  f i l e s  area 1 

FILES - Documents r e l a t i n g  t o  t h e  year ;  then  t r a n s f e r  t o  S t a t e  Records 
annual l i s t i n g  of members of t h e  Center;  hold 4 yea r s ;  then des t roy .  
p u b l i c  School Employees Retirement , 

System. Included are d a t a  proces- 
s i n g  p r i n t o u t  sheets which conta in  
s o c i a l  s e c u r i t y  number, name, and 
d a t e  of  b i r t h  of members of t h e  
re t i rement  system. F i l e s  are ar- 
ranged numerical ly  by System Number, 
thereunder  a l p h a b e t i c a l l y  by name of 
school.  

7q-c13/ SCHOOL EMPLOYEES RETIREMENT SYSTEM 

.b 
8 I b Q 3  

\? 

ANNUAL REPORTS AND RETIREMENT 
DEDUCTIONS FILES - Documents r e l a t i n g  
t o  annual r e p o r t s  and re t i rement  de- 
duct ions.  Included are recap shee t ,  Center;  hold 4 yea r s ;  then destroy.  
annual r e p o r t ,  computer p r i n t o u t ,  
F i l e s  are arranged numerical ly  by 
System Number, thereunder  alpha- 
b e t i c a l l y  by name of school  

Cut o f f  f i l e s  a t  end of each f i s c a l  
year ;  hold i n  cu r ren t  f i l e s  area 1 
year;  then t r a n s f e r  t o  S t a t e  Records 

73-cid 

,qfp 2 
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